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8LICATIONS

1. The Problem

In many ways the Office of ireining is snalegous to a university, with
two colleges, nmumerous nrosrams involving off-campus affiljations, nd
» budding extension service. As a school, O/TR is peculiarly handi-
canmed by having only a scattering of texthooks for some of the
denartments of one of its cclleges and one nhase of its evtension
service and no textbonks fnr other demartments of that college, all
the other college, nnd the bulk »f its extension responsibkilities,

Tor many courses there is a fair supnly of sunplementary readings,

but for others even these are lacking, and for very few courses is
there anything oronerly to te called s reference book,

This dearth of reading matter limits the Office of Training almost
entirely to a single avenue irto the minds of either novice or evmari-
enced intelligence officers: their ears, Present inability to

make fuller use of theilr eyes has two serious disrdvantages: (a) it
reduces the efficiency of organized ccurses and (b) it restricts the
benefits of trainins to those who can afford the time to particionte
in such courses, -

2« Concepts

To develop & workine literature for a nrofession is clearly a
monumental task, resuiring much thoueht and effort by many nersons,
Dut much less clear are the presently useful limits of the task, the
specific scope and tenor of the numercus textual meterisls that
chould be produced, the orgenizational and individual identities of
“he nersons who could most. edvantageously do the work, ané the ways
in which they shculd go about it. Recognizing these uncertainties,
the Office of Treining is prneeeding on three fronts, as summarized
in section 3,

The general snirit in which these efforts are undertaken is sugrested
by the Tollowing obrervnticns:
(a) The preparation of textual materisls is e particular
“blipation of “he {ffice of Treining.

(v) Neverthelecs, other 7fices should be encouraged to nroduce

fexts in their own fields and to cooperate with the Cffice
nf Treining writing efforts.
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{c) Because trainine needs r=nge from imparting specific skills
ko develorine broad nderstandings, a wide assortment of
texts should be enticipated,

{d) The fact that the national intelligence effort of the United
Utates is relstively new and rapidly developing should be
reflected ir the substence and tone of most texts and in
exnectations #s to revisions,

(e) Becsuse a text desieneé for one murnose may be the best
avsilable sclutian ta another need, it should be wade as
frzely awvsilatle as sonund security considerations nermit,

(f) While supnort of formal Nffice of Training instruction is
the most obviecusly urgent need, the possibilities of one
the=iob trainine, even if limited to reading by individuals,
should be taken into account in both the preparation and the
dissemination of textual materials,

3« Lines of Action

+fforts aimed »t systematic attack upon the problems of producing
textnal materials for both formal and informal training purposes ame
rresently of three c<eneraml eorts:

(a) A generel framework for Office of Treining publieations is
being ertenlished. This effort began with a review of
ingfructional metter thusfar vrepared in O/TR -= lorgely
in Treiving {Snecial) -~ and nrinted or mimeogrevhed, These
miterials range from sinele sheets to » substential volume.
‘n preperetion, format, and disseminaticn, each wes designed
for & senerate murnose rather than as a part of a compre-
iiensive nroersn, The review indieated that, even within
the Office of Trainine most of these materials could not
reacily be idertified or appraised as to date, authorship,
denendability, snensorship, approval, function, or dissemi-
nation, Profiting by this exnerience, the new framework is
being developec nrond-two principal elements:

1) Identifiection of catepories based upon useful
cifferenaes in nature and funetions of individual
~1blications,

(") “reanization of a system of sunarvision designed
£~ insure that each nublication does its job as
well as onesible, that 1t makes the maxirmim
“unsible eertribution to the program as & whole, thet
L5 1s nroperly assigned to a category and a
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sublications number, and that its dissemination
is roverned by realistic consideration of both
its notential usefulness and its security hazards,

{t) A list of nossible subjects hss been sketched, The function
of this 1list, whieh is reproduced in Appendix Vil Tab A, is
neitrer teo establish priorities nor to enumerate separate
texts to bte published, The function is, rather, %o orient
snd stimilate thowsht end nlanning by identifying subjects
thrt should sventmally be covered in some manner,

{e) Three publications specifically designeé as parts of a
~ublicetions »rogram are in process, :s reported in section
4. £&leo noted there is a series, of which seven numbers have
2lresdy been mublished,

a) Collection Mamual, Undertaken on a pilot-plant basis, this
miblicetion is intended primarily for use as a textbock or
refarence book in basle courses, Its nurpose is neither to
1wt skills nor te ewplain all the deteils of collection
a2s aoncucted Dy sny one orgsnization, it aims, rather, to
develop understentings of collection as & major rhase of
the intelligence process snd of the interrelations, especisily
=5 they affect collection, in the United States intelligence
commnity, Because of this broad approrch, there is good
evidence that the manual cen perform a secondary function
in virious parts of this and other agencies, (For example,
several coples have been recuested for circulation among
NY/C operationsl rersonnel,) The necesserily extensive
research nnd consultation in CIA and other IAC agencies hns
mide this a very protracted project, Whriting is now in tae
midst of the fifth of six vrojected chapters. FPresented
in Appendix VII Teb B are a table of contents of the material
dratted thusfar, ¢ brief outline of the remainder of the
manual, and lists of illustrative meterial thusfar incor-
norated in the btext or assipned to the appendix,

(b) Glossary of Intelligence Terminology., While the immediate

oceasion Tor this project was a request from the executive
soeretariat of the LD/P complex, the objective has been

tn serve the Agency as a whole, After review of numerous
anrlier glossaries, extensive research in officianl regulations
and instructions, thorough coordination in the Office of
Training, 2n¢ inforral consultation elsewhere, a substantiul
Jlossary has been produced and nrinted in a small edition,

A copy is presented im Appendix V11 Tab C,
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This Glossary is, however, regarded by the Office of
Treining simply 45 & good start on a perpetual project,
in which suggestions for improvements should contimuously
and penerally be -invited, and frequent revisions shouid
be expzeted, The present tentative edition is now being
reviewed by the 5o/ Training Committee, Resuits of this
study will comtribute to three decisions:

(1) whether to undertake extensive further refine-
ments before nublication,

(2) whether the first published edition should appear
under the Office of Training or Agency aAuspices
and

(3) the dissemination it shculd receilve,

(¢) Stecretarvy's Hendbook, The Clerical Treining Branch of the

Management Training Division, Office of Training, is develop-

ing an unclassified handbock to be aveilable to anyone

for reference purposes, It contains chapters on punctustiion,

grarm T, capitelization, compound words, typing tips, phone

techniques, nd suggestions for effective writing., woraflt

copies have ceen distributed to interested persons throagh-
- ou® the Agenzy. DReactions to these willl provide the basis

for final prs-mblication revisions, 4 preliminary copy

of the dandbook is presented in Appendix VII, Tab L,

‘a) Craining Bulletipns, This is a continuing serles, in waich
seven mumbers have already been issued in quantity, with
dizsemination or rcuting to all CIA headquarters oersonnel,
Intended for genersl information rather than for classroonm
use, study, or reference, most of these bulletins are
records of the remerks of nrominent officials at successive
Orientation Courses, A semple of each is included in

Appendix VII, Tab E,
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